Idea Manager/Employee Suggestion System

Evaluator Guide

Evaluate Submitted Ideas

1. Logonto Employee Self Service (ESS).

2. Choose the ‘Employee Suggestion System’ tab.
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3. Choose ‘Evaluations’.
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4. All Suggestions needing a review will be shown here.
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5. Choose idea from the search window by double clicking the ‘Idea #'.
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Refer to another Evaluator

1. Once you’ve opened an Idea, Choose the ‘Refer’ button.
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2. Click the,search icon to search for an evaluator or you can enter the pernr of the person
you arg'referring the suggestion to.
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3. Enter the last name and/or first name of the evaluator and click ‘Start Search’.
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4. Choose the evaluator by clicking the button next to their name in the list and click ‘OK’.
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I_ Doe Submitier 00042338 54515 Depariment for Public Advocacy
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5. Enter a Comment then click ‘Send’.
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Hint: If the suggestion should not be evaluated by you, please choose an Evaluator by
using the name search icon next to Evaluator and enter comments requesting a
review of the suggestion.

Note: Comments here will appear in the historical activiies that can be viewsd
by the Suggestor.
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Approve a Suggestion

1. Once you’ve opened an Idea, Choose the ‘A
© ©  zeouaons | 1y Evauations

ldea: 00000105

prove/Deny’ button.
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2. Choose the ‘Yes’ checkbox.
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3. Enter an Implementation Date or choose one from the calendar icon.

4. Check the change type check box.
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6. Choose ‘Non-Tangible’ award which will default to $100.00 or choose ‘Calculated’ which

is based on the cost and savings for the award.
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7. Enter a ‘Comment’.
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8. Click the ‘Check’ button to review.
9. Review your entries and attach any attachments.
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10. Click ‘Send’ to send the suggestion back to the Coordinator.



Deny a Suggestion

1. Once you've opened an Idea, Choose the ‘Approve/Deny’ button.
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2. Choose the ‘No’ checkbox.

O © © cvoustons | uyevauatons | foprove rDeny

idea: 00000105
Suggestion Ttie: |OMd idea entered by Coordinater

Approve [Deny  [aEaCIR= 1)

N 1 2
v i .
Create Evaluation Check
Subject [~]
Do You Recommend Implementation?: *
Comments:
LT Title | | File | | Browss. |[[2 Upload

Attachment Title Key File Size
[T o files attached yet

Sheci

3. Choose all reasons that pertain and enter a Comment and any attachments.
4. Click the ‘Check’ button to review.
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5. Once you’ve reviewed, click the ‘Send’ button.



More information Needed

1. Once you’ve opened an Idea, Choose the ‘More Information Needed’ button.
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2. Enter a ‘Comment’ that will inform the submitter what additional information you are
looking for.
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Hint: Flease supply a reason to the submitter regarding why you are sending back the
suggestion.

Note: Comments here will appear in Body of Emailto Suggestor.
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